
2/2/2018

Citizen Access
Online Tutor 

Lesson 9

The recommended browser is Internet Explorer.

Before proceeding, click here to login to Citizen Access

https://aca.sanantonio.gov/CitizenAccess/Default.aspx


If you are a new user and anticipate creating records, you 

may register for a free Citizen Access account. It takes a few simple 

steps and you'll have the added benefits of viewing a complete history 

of applications, access to invoices and receipts, checking on the status 

of pending activities, creating escrow accounts and payment of fees 

online plus more.

Click here to access Citizen Access

https://aca.sanantonio.gov/CitizenAccess/Default.aspx


Checking Application Status

Click here to access Citizen Access

https://aca.sanantonio.gov/CitizenAccess/Default.aspx


Different options for 

searching for Records 

include:

Global Search field 

(#1 shown), 

Advanced Search tab 

(#2 shown), 

Search Applications 

(#3, 4, 5 and 6  

shown) and

My Records tab (#7

shown). 



If using the Global 

search field (#1 

shown), 

type the record number 

in the text box and 

click the magnifying 

glass (shown). 

BuildSA searches for 

the record and takes 

you directly to the 

Record’s Detail page 

(#2 shown).



The application status 

is listed directly under 

the application type 

(#1 shown).

Note the Record 

Details section 

contains Applicant and 

Owner information. 

Click the arrow to the 

left of More Details to 

view additional 

categories(#2 shown).



Scroll toward the 

bottom of the page. 

Click the + to the left 

of a category to expand 

it (#1 shown). 

View additional 

information.



Use the Record 

Info drop down 

menu arrow (#1 

shown) to view 

additional status 

information.

Click the 

Processing Status 

hyperlink (#2 

shown).



The Processing 

Status page 

displays. 

A green check 

mark indicates a 

task is complete. 

An hour glass 

indicates the task 

is active shown).



A gold star indicates the last task opened for viewing.



While reviewing Processing Status information in an active 

task, if the task has a + (#1 shown), click the + to expand and 

view comment (#2 shown).



If using Advanced 

Search, drill down 

to select search 

group (#1 and #2 

shown).

The search page 

for the selected 

group will display.



If using My Records, all 

your records display 

(#1 shown).

Locate the Record 

number and view 

Status column (#2).

Use Previous or Next 

hyperlinks to move 

from page to page 

(#3).

Use scroll bars to move 

left to right and view 

all information.



Click the link (blue text) to 

open a Record (#1 

shown). The Record 

Details page displays (#2 

shown).
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This concludes Lesson 9.  If you have any questions, 

please contact the DSD Call Center at (210-207-1111) 

M-F, 7:45am to 4:30pm or email Call Center Email. 

Thank you.

mailto:callcenter@sanantonio.gov

